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Abstract 
The article describes a case study using Microsoft OneNote software application for use among 
part-time adjunct lectures in Japanese university English language classes. This project set out to 
determine if and to what extent Microsoft OneNote can be used to consolidate online resources 
and assist part-time lecturers working at multiple universities in Japan. Two adjunct lecturers 
working at schools in the Tokyo area describe their findings that OneNote works well for 
collaboration and as a personal teacher note collection tool, but was very ineffective in the area 
of learning management systems integration in Japanese universities for adjunct lecturers.  
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Introduction 
Many educators in the Japanese university system are part-time lecturers teaching classes 
in two or more separate institutions. These lecturers require access to online resources for several 
institutions. Lecturers are expected to function in multiple learning management systems (LMS), 
meaning separate IDs and passwords, functions and institutional expectations. “The LMS helps 
institutions maintain the integrity of their educational programs and enables faculty to effectively 
and efficiently develop courses, deliver instruction, facilitate communication, foster 
collaboration, and assess students” (Wright, Lopez, Montgomerie, Reju, and Schmoller, 2014). 
Despite the advantages of online resources and administrative capabilities, using several LMS’s 
can represent a significant burden on lecturers. 
Collaboration is an important part of any educator’s professional life but may prove more 
difficult for part-time lecturers lacking common resources with their colleagues. Part-time 
lecturers need opportunities and tools for collaboration whether in research or for sharing 
teaching tactics and ideas with fellow educators. This can mean that each collaboration 
opportunity will require separate ad hoc software solutions, depending on the preferences of 
those involved in each project.        
 Teaching at several institutions requires a great deal of organization as well. Most 
institutions require syllabi and grades to be input online. Many also manage attendance online. 
Managing several institutions’ worth of administrative responsibilities along with lesson 
planning and resource management can lead to difficulties if not managed well. Spreading these 
tasks across several institutions’ LMS’s can add an extra, and seemingly unnecessary, layer of 
complexity to an already difficult task.        
 Microsoft OneNote is software that allows resource gathering and management, and 
collaboration between multiple users. Users can easily gather online resources including text, 
images, video or even entire web pages with embedded coding. Furthermore, it allows for easy 
management and sharing of those resources. OneNote Classroom allows teachers to set up 
individual workspaces for students as well as collaborative spaces for an entire class. Resources 
for the class can be stored and delivered to students. Teachers can also use OneNote for 
administrative tasks such as creating mailing lists of students and recording attendance. OneNote 
also works seamlessly with other Microsoft products such as the Microsoft Office suite (Connor 
& MacDonald, 2013, p. 964). 
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This case study sets out to determine if and to what extent Microsoft OneNote can be 
used to consolidate online resources and assist part time lecturers working at multiple 
universities in Japan. 
 
Learning Management System 
In recent years many Japanese universities have moved from students submitting 
assignments and interacting with course material in person to using learning management 
systems (LMS) (Hirata & Hirata, 2012, p. 11). While using LMS’s has become more 
mainstream, the use of a standard LMS among universities has not. There are numerous learning 
management systems that often have a learning curve for both the instructor and the student. 
Additionally, some universities require the use of their LMS by all faculty. For the adjunct 
teacher working across multiple universities and therefore multiple learning management 
systems, this can be very time consuming and frustrating.  
Microsoft Classroom recently developed an add-in feature to OneNote that allows 
instructors to link their LMS or multiple LMS’s to their OneNote Classroom application. 
Microsoft advertises this service as an opportunity for teachers to seamlessly integrate all their 
learning management systems within OneNote. Once this integration is completed, Microsoft 
claims the teacher would be able to access all their LMS accounts and student lists from a single 
interface (Microsoft, 2017).   
When attempting to integrate the various LMS’s used in this case study, such as Moodle, 
Edmodo, and Blackboard, we found that OneNote Classroom was not able to access the students 
or university classes without having an institution Microsoft Classroom account. When 
contacting different departments at each university, not a single department knew about this 
service or who were able to set up an official Microsoft Classroom account. When contacting 
Microsoft, it was brought to our attention that at the time of this study the LMS integration was 
primarily set up for schools and teachers in North America. Additionally, the service was 
initially focused on compulsory education and K-12 school districts. Unfortunately, this was not 
specified in the OneNote Classroom description on Microsoft`s homepage when this case study 
was begun (Microsoft, 2017).  
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In this study, the ability of teachers working at multiple universities and companies to use 
OneNote to access all LMS’s did not work. This may change with new updates to the software or 
further roll-outs of Microsoft Classroom into Japan.  
 
Research Collaboration 
This case study found research collaboration with OneNote as one of the most useful 
aspects of the software for the purposes of this project. OneNote is made for information 
gathering and collaboration (Frick, 2015). Text, multimedia and webpages can all be captured 
and stored in OneNote. These files can be stored for personal use or shared with group members.  
Installing OneNote Clipper allows a user to save and edit resources from the Internet. 
Webpages, individual articles or images can be copied from the internet and edited or saved. 
These files can be saved for individual use or shared with group members. All members of a 
group can add to the group, edit existing resources and can work on documents at the same time. 
In addition, notes or images can be drawn around existing files onscreen using drawing tools. 
Importantly, notifications will be sent to group members whenever a document has been added 
or edited. A search function allows searches to be made by tags, document titles or dates. This 
case study found this function to be helpful in collaborating. 
OneNote online also has built in Skype and chat features. A button on the console allows 
users to easily bring up a chat or video window and communicate with group members. Along 
with the whiteboard nature of OneNote, this program was found to be a very useful tool for 
synchronous or asynchronous, collaboration. 
One problem we found with OneNote is the variation in features between the online 
version of OneNote and the desktop app. For example, the chat and Skype features were only 
available in the online version. Clipping is not available in the online version. Optical character 
recognition is available only for the desktop app. Applying tags is not available. The desktop app 
allows you to record audio and video and link them to files in a notebook. This and playback of 
those files are not available on the online version. Certain collaboration features that allow 
author identification and details of edits are also not available with the online version. 
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We also found that the online version did not show all of the available notebooks. The 
only way to access some files was to do so on the desktop application. Later, the online version 
stopped functioning completely so no files were available. 
 
Teacher Journal 
OneNote is, at its core, a note taking and collection application. One of the major 
issues adjunct lecturers face when moving from one university to another is keeping all of their 
class materials, lesson plans, attendance records, and ideas organized and available. In this case 
study, OneNote was used as a teacher notebook to see if it could address these issues and support 
needed functions. The following will break down some of the most common functions teachers 
need for daily tasks and how well they worked during the study.  
Attendance is a very important part of grading criteria at many universities in 
Japan which is evident by the 70-80% attendance requirement at the institutions used in this 
study. It is therefore necessary for teachers to have a way to track attendance which can later be 
calculated into the final grade. During this case study, a combination of OneNote and Microsoft 
Excel (the online cloud-based version) was used to track both attendance and grading. When 
starting the use of OneNote in class, Microsoft Excel was used as a separate file linked within 
each OneNote class note. This quickly became cumbersome, as it required numerous steps in 
opening files and closing previously opened files. However, OneNote allows for an 
embedded Excel spreadsheet within a note that can be manipulated without opening a separate 
file. By incorporating this file directly into the note, the need to open and close separate files and 
the inconvenience of moving between them was eliminated. The class notebook was kept open 
throughout class which enabled quick switching between attendance for latecomers and in class 
assessments.  
The use of the notebook application for preparing lesson plans and recording notes on 
lesson efficacy and progress was very effective with OneNote. While the application worked 
similarly to a regular paper notebook, instructors in this study could incorporate predetermined 
templates from Microsoft Word, Excel, and PowerPoint. In the participants’ daily lessons, M.S. 
Word templates were embedded for easy organization of lessons and reference for future lessons. 
While the same template was used for all classes, a specific template border color was assigned 
to each class to prevent mixing up those with similar topics or lessons plans.  
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When preparing lesson plans, OneNote Clip function was used to quickly take images 
from websites to be shown in class with Microsoft PowerPoint. This was found to be very 
helpful in keeping images together and being able to quickly reference them as needed in class or 
when preparing lessons for future classes. The Clip to OneNote function also allowed for 
creating more interactive lessons. This case study found that being able to quickly clip images 
during class to help students better understand content was useful and easy to use. The versatility 
of OneNote as a teacher`s post-class journal was especially beneficial. Post-class teacher remarks 
were found to be easily accessed months after the class concluded. The notes were then reviewed 
to see which lessons worked best and which should be omitted or adjusted when preparing new 
lesson plans for the next semester. Additionally, specific words or phrases were located via the 
search through notebooks function. This alleviated the trouble of reading through numerous 
paper journals looking for a specific lesson or activity.   
  
Conclusion 
In terms of consolidating online resources for part-time lecturers working at multiple 
institutions, we had both successes and failures. Microsoft OneNote offers a variety of useful 
tools for collecting and developing resources, and sharing and collaborating and organizing 
information. OneNote works seamlessly with other Microsoft Office products, and the addition 
of OneNote Classroom makes it a powerful tool for educators. The software was found to be 
excellent for individual teachers to organize their own lessons and personal records from 
multiple institutions. It was also a useful tool for collaboration and resource sharing when 
writing this paper. Resources were easily shared, modified and re-shared. However, we had little 
success in using OneNote to consolidate several Learning Management Systems into one simple 
interface. The lack of institutional 365 accounts or understanding of how to incorporate 
Microsoft Classroom into the various institutions by the department administrators in this study, 
left us unable to mesh the LMS with the OneNote software and therefore unable to draw 
resources from or affect resources on the LMS sites. This project found the software to be 
exceptionally useful for collecting and organizing resources and creating lessons; however, in its 
present form it is of no use in the Japanese context for alleviating the burden created by having to 
access multiple LMS’s. 
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